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Job Aid: 
How to Create a Solicitation 60-Day Report 

 

 
 

 Please Note: You must have a BuySmart Subscription and be logged in to perform this task.  

Step Screenshot Directions 

1 

 

Log into your BuySmart 
account. 

2 

 

Select the Reporting 
tab. 
 
Select the Create 
Solicitation Report link. 
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Step Screenshot Directions 

3 

 

Select the Department. 
 
Select a Comm-PASS 
Category. 

4 

 

Select the Documents 
with No Action(s) in the 
Last 60 Days checkbox. 
You may select 
additional indicators to 
narrow your search. 
 
Select Create Report. 
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Step Screenshot Directions 

5 

 

Solicitation Reports 
Result will appear. You 
may select the Excel icon 
to export this report. 

 


